Onboarding Process

Overview

Until June of 2006 the Human Resources department had left a great deal of the new employee onboarding process up to the individual departments.  We conducted an orientation process that consisted of one four-hour class to fill out paperwork and go over a few important policies.  New employees were then been required to attend a four-hour diversity program during their six-month probationary period.  Additional development was at the discretion of the department/division head and/or the direct supervisor of the employee.  Within the probationary period, mandatory development by Human Resources and Professional Development required less than one percent of an employee’s time on the job.

In June 2006 we instituted the Plano Institute of Excellence, a corporate university for our employees, and the onboarding process became more centralized, guaranteeing consistency across departmental boundaries.  This required additional training and development time to be devoted by new employees during their probationary period.  The additional time was still relatively minimal, requiring less than three percent of an employee’s time on the job during the six-month probationary period.  It also required additional time to be devoted by the individual’s supervisor, interacting with the new employee regarding performance and behavioral expectations.  

The results were employees who:

· Are familiar with the business of the City of Plano

· Are clear about organizational expectations of employees

· Are more committed to providing Service Excellence

· Understand and are committed to the Mission, Vision and Values of the City
	Training/Development
	Prior to PIE
	Plano Institute of Excellence

	New Employee Welcome
	Not offered – 0 hours
	Mandatory – 2 hours

	New Employee Orientation
	Mandatory – 4 hours
	Mandatory – 6 hours

	Introduction to Local Government
	Not offered – 0 hours
	Mandatory – 4 hours

	Ethics in Public Service
	Not required – 0 hours
	Mandatory – 4 hours

	Diversity in Public Service
	Mandatory – 4 hours
	Mandatory – 4 hours

	CORE 1
	Not required – 0 hours
	Mandatory – 3 hours

	CORE 2
	Not required – 0 hours
	Mandatory – 3 hours

	Bus Tour of City facilities
	Not required – 0 hours
	Mandatory – 3 hours

	Totals
	8 required hours

0.8 percent of time on the job
	29 hours

2.8 percent of time on the job


The New Process

New Employee Welcome – 2 Hour Session

Conducted on the first day of employment, this session will provide new employees with information that is vital to their success for the first month of employment.  

· Paperwork will be verified as complete and accurate

Employment forms will be available online and employees will fill out required paperwork prior to the first day of employment.  This will primarily be a verification process.

· Vital Information to be covered:

· Parking information for all major facilities

· Payday and Payroll

· Probation

· Direct Deposit information

· HR Org Chart with contact information (form also included)

· City dress code

· Departmental contact information

· Risk Management Org Chart with contact information

· Brief overview of what to do in case of an accident 

· Help Desk information

· Technical Services Coordinator contact information

· User ID and Login information for Network and PeopleSoft

· Basic benefits information

· Basic TMRS/SSA/Medicare information

New Employee Orientation

This session will be conducted on a 28-day rotation in order to verify benefits enrollment within expected time frames.  The primary objectives of this session are to cover vital City policies and to clarify expectations of employee performance and conduct.

Concepts to be covered:

· Benefits enrollment

· Harassment Free Workplace

· Leave Policy

· Family and Medical Leave Act

· Wellness

· Employee Assistance Program

· Discipline Process

· Dispute Resolution Process

· Expectations

· Performance

· Conduct

· Compliance with Laws, Regulations and Policies

· Fiduciary Responsibilities

· Attendance and Punctuality

· Take responsibility for yourself

· Be a team player

· You are a public servant

· Know the rules and follow them

· Be on time, work hard

· Choose a positive attitude

· Respect others and earn their respect

· Improve your learning agility

· Think about safety

· Professional appearance

· Ethics and Integrity

· Departmental Overview

· Risk Management & Workers Compensation

· Volunteer opportunities

· In-house recycling programs

· Deferred Compensation Opportunities

Introduction to Local Government

This session will be offered on a monthly basis.  All new employees will go through the session during their second month of employment.  This session is focused on introducing new employees, who may have very little experience working in a municipal environment, to the fundamental responsibilities of a local government agency.

Concepts to be covered:

· Why people choose to live in a particular city

· Forms of government

· Council-Manager

· Strong-Mayor

· Election Systems

· Compare At-Large systems to Single-Member districts

· Hybrid systems

· Introduce Plano’s Structure, Council, Management

· Cover the Mission, Vision and Values of the City of Plano

· Five Commitments of the Organization

· Service Excellence

· Citizen Service

· Highest Ethical Standards

· Employees

· Constant Improvement

· Forms of Revenue

· General Fund

· Enterprise Funds

· Services provided by the City

· Public Safety

· Public Services

· Community Development

· Economic Development

· Tax Increment Financing 

· 4a 4b Economic Development Tax

· Mass Transit Sales Tax

Ethics in Public Service

This session will be offered on a monthly basis.  All new employees will go through the session during their third month of employment.  This session is focused on making employees aware of their ethical responsibilities.  It describes City policies that should be followed by employees regarding ethical dilemmas.

Concepts covered

· Defining Values, Morals, Integrity, and Ethics

· Identifying Ethical Dilemmas

· Accepting gifts and/or gratuities

· Use of leave time

· Outside employment

· Use of City vehicles

· Outside employment

· Use of computer equipment

· Legal documents

· Applying Decision Making Tools

· Recognizing Rationalizations

· Understand their role as a public servant

· Understanding the role of stakeholders in decision making

Diversity in Public Service

This session will be offered on a monthly basis.  All new employees will go through the session during their fourth month of employment.  This session is focused on raising the awareness of employees to the issues that surround diversity in the workplace.  It is a class that takes a holistic approach to diversity by looking at the whole person. 

Concepts to be covered

· Adversity in a person’s background (race, ethnicity, religion, gender, age, etc…)

· War

· Economic hardship

· Natural disasters

· Terrorism

· Discrimination

· Diversity (race, ethnicity, religion, gender, age, etc.)

· Environment

· Family

· Cultural heritage

· Economy (race, ethnicity, religion, gender, age, etc.)

· Individual Economy

· Income level

· Debt

· Spending and saving patterns

· National Economy

· Interest rates

· Inflation

· National debt

· Technology (race, ethnicity, religion, gender, age, etc.)

· Changes in workplace

· As it relates to age

· Complexity (race, ethnicity, religion, gender, age, etc.)

· Technology

· Globalization

· Cultural differences

· Language barriers

· Commuter culture

· Multi-tasking

· Demographics in Plano

CORE 1 (Job Knowledge, Self-Development, Customer Service, Dependability)
This session will be offered on a monthly basis.  All new employees will go through the session during their fifth month of employment.  This session is focused on making employees aware of the performance evaluation process and organizational expectations.

Concepts to be covered;

· Boss relationships

· Responding and relating to the boss

· Openness to coaching

· Enjoys being challenged and developed

· Functional/Technical Skills

· Level of proficiency

· Employees’ responsibility in becoming proficiency

· Proactive Behavior

· Seeking challenges and opportunities to develop

· Taking ownership of skill development

· Seeking coaching and mentoring

· Learning on the Fly

· Being open to change

· Learning quickly when facing new problems

· Action Oriented

· Enjoying challenging work

· Being full of energy for things that are difficult/challenging

· Customer Focused

· Dedication to meeting expectations of internal and external customers

· Acting with customers in mind

· Validating information

· Building relationships with customers

· Facilitative Service

· Valid Information

· Free and informed choices

· Internal commitment

· Compassion

· Time Management

· Using time effectively and efficiently

· Valuing time

· Concentrating on the more important priorities

· Attending to a broad range of activities

CORE 2 (Results Orientation, Innovation, Teamwork)

This session will be offered on a monthly basis.  All new employees will go through the session during their sixth month of employment.  This session is focused on making employees aware of the performance evaluation process and organizational expectations.

· Action Oriented

· Being energetic and excited for the things he/she sees as challenging

· Being comfortable acting with a minimum of planning

· Seizing opportunities

· Problem-Solver

· Using logic and methods to solve difficult problems with effective solutions

· Probing all fruitful sources for answers

· Seeing hidden problems

· Giving honest analysis

· Looking beyond the obvious and not stopping at the first answers

· Dealing with Ambiguity

· Effectively coping with change

· Shifting gears comfortably

· Deciding and acting without having the total picture

· Maintaining poise when things are up in the air

· Comfortably handling risk and uncertainty

· Peer Relationships

· Quickly finding common ground and solving problems for the good of all

· Represent his/her own interests while being fair to other groups

· Solve problems with peers with a minimum of noise

· Being a team player and seeking cooperation

· Encouraging collaboration

· Being candid with peers

· Interpersonal Savvy

· Relating well to all kinds of people, up, down, and sideways, inside and outside the organization

· Building appropriate rapport

· Building constructive and effective relationships

· Using diplomacy and tact

· Comfortably diffusing high-tension situations 

· Listening Skills

· Attentive and active listening

· Patience to hear people out

· Accurately restate the opinions of others even when he/she disagrees

· Approachability

· Being easy to approach and talk to

· Sensitivity to and patience with the interpersonal anxieties of others

· Being a good listener
Bus Tour
This session will be offered on a bi-monthly basis.  All new employees will go through the session during their sixth month of employment.  This tour is designed to give employees a chance to see first hand a number of services that are provided by the City.
Facilities to visit

· Cox Building and Courtyard Theatre

· Central Fire Station

· Police Academy

· Pecan Hollow Golf Course

· Plano Centre

· Oak Point Recreation Center

· Parkway Services Center

· Solid Waste

· Utility Operations

· Fleet and Equipment Services

· Maribelle Davis Library

· Custer Transfer Station

· Solid Waste Transfer

· Yard debris grind site

· Compost sales

